


















































REASONABLE ACCOMMODATION POLICY

Policy

The Board of Nursing is committed to encouraging the employment of people with disabilities.
The person responsible for ADA compliance is Sheryl Meyer. The Board will make reasonable
accommodations to the physical or mental limitations of a qualified applicant, current employee
or employee seeking promotion with a disability, unless the accommodation would impose an
undue hardship on the agency.

Accommodations will be provided to qualified individuals, whether an employee or job
applicant, when such accommodations are directly related to performing a job or competing for a
job. Accommodations will not be provided for non-job related personal needs, such as
transportation to and from work.

An individual with a disability is defined as:

» A person who has a physical or mental impairment that substantially or materially limits
one or more major life activities.

Examples of Reasonable Accommodation May Include, But Are Not Limited To:

1.

Modification of equipment or assistive devices. Purchase of or modification to existing
equipment such as special telephone equipment, talking calculators, one-handed
typewriters, and/or specifically designed desk and files.

Job site modifications. Modifications may include adjustments to equipment height,
addition of electrical outlets, relocation of job site to an accessible area, special parking

facilities or other types of similar modifications.

Job restructuring. They may include flexible work hours and/or restructuring job duties
while retaining the essential job functions.

Support services. Services such as interpreters for individuals who are deaf or hard of
hearing, readers for individuals who are blind or special attendants.

Reassignment to a vacant position of equal status when possible and appropriate.

Requests for Reasonable Accommodations for Employees:

The steps to request a reasonable accommodation are:

1.

The supervisor and individual with a disability discuss the need for the accommodation and
discuss alternatives such as job restructuring, job site modification and accessible devices.
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The supervisor must inform the Affirmative Action Officer/Designee of the request and
provide the employee with a Request for Accommodation form (copy can be obtained from
the Affirmative Action Officer/Designee). The request must include a justification for the
request including a statement which provides documentation of the limitations, the

suggested accommodation, approximate cost, and any other pertinent information. The
Affirmative Action Officer/Designee will assist the employee in preparing the request by
providing the necessary resources and information.

Upon receipt of the request, the supervisor will forward the request form and supporting
information to the Affirmative Action Officer/Designee within seven (7) working days
upon receiving the request.

The Affirmative Action Officer/Designee will review the request and assist the supervisor
in making the accommodation. If the accommodation will cost a significant amount
($1,000 or more), the Affirmative Action Officer/Designee will forward it along with her
recommendation to the Executive Director within three (3) working days.

The Executive Director will act on the request for accommodations costing $1,000 or more
and provide the decision in writing to the supervisor and employee within five (5) working
days.

The Affirmative Action Officer/Designee will maintain all documents pertaining to the
accommodation,

Funding for Reasonable Accommodation:

Funding will be provided for reasonable accommodations. The availability of funds varies with
each agency. The expenditure of funds for the accommodations over the amount determined to
be significant must be approved by the Executive Director. When determining whether or not to
make the accommodation without imposing undue hardship on the Board, the following factors
must be considered:

o The size of the Board's budget.
e The nature and cost of the accommodation.

o The ability to finance the accommodation in relationship to the site(s) where there may
be a need.

e Documented good faith effort to explore a less restrictive or less expensive alternative.

Request for Reasonable Accommodations for Job Applicants

1.

All initial communication between a job applicant and Executive Director or Office
Manager regarding a position at the Board shall indicate the willingness of the Board to
make a reasonable accommodation upon request, prior to the job interview.

The Executive Director or Office Manager shall contact the Affirmative Action
Officer/Designee immediately to indicate that an accommodation is needed. In order to
ensure that the accommodation is provided at the interview, requests shall be handled in a
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timely manner.

3. The Affirmative Action Officer/Designee shall contact the applicant to discuss the needed
accommodation and discuss possible alternatives if necessary.

4. The agreed upon accommodation shall be provided if the cost does not cause an undue
hardship on the Board. ’

5. Ifapproved, the Affirmative Action Officer/Designee shall take the necessary steps to see
that the accommodation is provided.

Appeals

Appeal of Reasonable Accommodation: Employees or applicants who are dissatisfied with the
decision(s) pertaining to his/her accommodation request may file an appeal with the agency
head, within a reasonable period of time, for a final decision.

Complaint of Discrimination on the Basis of a Disability: If the individual believes the decision
is based on discriminatory reasons, then they may file a complaint internally through the
agency’s complaint procedure as outlined in this plan. All denials of requests for accommodation
will be documented and kept on file by the Affirmative Action Officer/Designee.

If the requested accommodation made by a job applicant is denied, the Affirmative Action
Officer/Designee shall notify the job applicant of the decision and advise the applicant of the
right to file a complaint first internally with the Board of Nursing and then with the Minnesota
Department of Human Rights or the U.S. Equal Employment Opportunity Commission or other
legal channels.
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RECRUITMENT PLAN

Advertising Sources - During the year ending December 1999, the Board of Nursing did not
incur any advertising expenses as we did not advertise in any publication. The Board does not
anticipate incurring any advertising expenses during the affirmative action plan period.

Other Methods - The Board utilized the Department of Employee Relations, including the State
of Minnesota Career Opportunities Bulletin, and the Minnesota Workforce Center (Department
of Economic Security).

Job Fairs - The Board did not attend any job fairs during the previous year and does not
anticipate attending any job fairs for the affirmative action plan period.

Projected Hiring Opportunities for the Upcoming Period and Strategies to Recruit for those
Positions — The Board does not anticipate any vacancies in bargaining unit 205 during the plan
period; the Board does not anticipate any vacancies in the 214 bargaining unit during the plan
period; and the Board does not anticipate more than two vacant positions in the 206 bargaining
unit for the affirmative action plan period. The Board will implement current recruitment
practices, including contacting DOER for assistance in filling those positions.

Measures to Recruit and Hire Individuals as Described in Internship Administrative Procedures -
The Board does not anticipate hiring any interns during the affirmative action plan period. If the
- need arose, we would work with local/area colleges and universities to recruit and hire for
proposed internships.

Recruiting Persons with Disabilities - The Board will continue to work with DOER to identify
realistic methods of recruiting qualified persons with disabilities. These methods may include
advertising in the Access Press or contacting local rehab/vocational agencies (we have not
implemented those methods as of this date).

Supported Work - We do not have positions or functions in the Board that can be used for
supported work at this time, however, we will periodically review the possibility of hiring a
supported worker and will work with the State ADA/Disability Coordinator to fill these positions
if created.
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RETENTION PLAN

The following person is responsible for the agency’s retention program and activities:
Sheryl Meyer
Operations and Human Resource Manager
Board of Nursing

Separated employees (total of 15 employees) from January 1998 through December 1999:
Bargaining Unit 205 — one separation who left state service and was a protected group member
but not in a group where we show underutilization.

Bargaining Unit 206 — total of eleven separations, five of which left state service, five left for
other state agencies and one retired. All eleven employees were protected group members but
not in a group where we show underutilization.

Bargaining Unit 214 — two separations, both left for other state service, one was a protected
group member and her departure created underutilization for us in that bargaining unit.
Bargaining unit 220 — one separation who retired and was a protected group member but not in a
group where we show underutilization.

The Board of Nursing will include the following methods and activities in its program to retain
qualified protected group members:

1. The Board will continue training and organization development programs directed at
building and enhancing the understanding and valuing diversity in the workplace. We have
been actively working with the TDRC to collaborate with other health related licensing
boards in our building to bring affordable training to employees. All employees who join the
Board that have not received “New State Employee Orientation” are required to attend.

2. The Board continues to forward e-mails and publications office wide from DOER’s ODEO
division.
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innesota ATTACHMENT A
‘Department of

Employee
Relations

Leadership and parmership in

:  human resource management

- DATE:  November 14, 1997

TO: Agency Heads '
Human Resource Directors/Designees

‘FROMi Karen L ‘Calpentfca&,/ﬂ ,/( @ZML@L/

Commissioner

RE: Weather Emergencies

The purpose of this memo is to remind you that once again we are approaching the time of
year when we may have severe weather emergencies.

‘

As backeround, weather emergencies are declared when a number of conditions exist. The
factors that are considered are:

Road maintenance. Are state highways open and snowplows operating?
Transit operé.’rions. A;e local transit systems running?
Aﬁdiﬁoﬁalweather conditiogs. Is."wind, cold orvice a factor?

Other considerations. Are power or heating systems affected?

This office receives notification from the Duty Officer in the Emergency Management
Division of Public Safety if a severe weather situation is occurring anywhere in the state. "This
office also provides us with road conditions, snowplowing information and transit operations
obtained from local law enforcement. We consider all of the mformation from these sources
and then de"lde if it is necessary to declare an emergency and close state offices.

The decision to decla:e an emergency can be statewide or limited toa specific portion of the
state. Any decision to close state offices due to an emergency does not apply to employess
who are required by their agency to work during a weather emergency.

200 Ccnt:nmal Officz Building. ® 6§53 Cedar Sc. @ Sc. Paul, MIN 55155-1603 ¢ (612) 297-1184. = TDD (612) 297-2C03
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Agency heads or their designes will be notified when an emergency is declared. It is
imperative that your agency has in place an intetw A procedure for relaying this
information to any/all your offices affected. While we will be informing the media,

we have found that some employees do not receive the notification in a timely
fashion. :

Please note MnSCU (Minnesota State Colleges and Uni*fersiﬁes) have stafutory
authority to close their facilities and this policy does not apply to them.

How to find out about a weather emergency

If a weather emergency is declared during the night, we will give the following
announcement to WCCO 830 and WMNN 1330, KSTP, WCCO and KARE TV for
broadcast. The announcement will also be forwarded to the Associated Press (AP) to
be put on the news wire for radio stations in greater Minnesota.

“A weather emergency has been declared by the Commissioner of the B
Department of Employee Relations. As of (ime and date), all Minnesota state
offices will be closed in the following area(s): (geographic location(s)). This

does not apply to employess who are required by their agency to work during a
weather emergency.”

This statement will be provided to the media prior to the start of the normal work day
(8:00 2m.). We continue to monitor weather conditions through the Emergency
Management Division, and if changes in the emergency designation are warranted,
they will be made as the day progresses.

If an emergency is declared during the business day, the agency head or their
designes will be notified by telephone and fax prior to the declaration. We will also
notify the media of the declaration. '

Several days following a weather emergency, you will receive a written notification
from my office which includes the time, date and geographic location of the
emergency along with processing information to pay employees.
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If you have employees who are deaf or have a hearing impairment

Supervisors of deaf and hearing impaired employees should have a procedure in
place for these individuals to learn about a weather emergency. If your employee
has a TTY machine (telecommunication device for the deaf), the supervisor can
contact the employes through the Direct Connect Minnesota Relay Service (MRS)
at (612) 297-5353 (metro) or 1-800-627-3529 (out state). Here’s how it works:

+ The supervisor or other assigned co-worker calls the MRS number.

+ The MRS operator dials the employee’s number.

When the supervisor is on the line, he/she can relay a message to the TTY
~ machine and help conduct any conversation that may be necessary.

The weather emergency is meant for those extreme cases when it would be unsafe for
most employess to travel to or from home. We recognize that there may be unique
individual situations due to the employes’s location that make it impossible for that
employes to get to work when an emergency has not been declared. In those
circumstances, supervisors should consider allowing the employes to make up the
lost time or use compensatory time or annual leave.

I hope this information helps you understand how emergencies for state employees
are determined and announced. Please fes] fres to share this information with your
employess. Posters sent last year remain the same. If you need additional copies,

contact Mary Ferguson at (612) 297-3053. If you have any questions, please contact
your htiman resources office.

cc: Labor Relations Representatives

ofg/weather/m-weathr




MINNESOTA BOARD OF NURSING

Weather Emergency Guidelines + ~~

The Board of Nursing is committed to promoting employee safety in the event of a weather
emergency (i.e. tornado, storm, etc.) impacting safe travel. The declaration of a weather
emergency by the Department of Empioyee Relations (DOER) can be statewide or limited to a
specific portion of the state. The guidelines listed below are general parameters for attendance
expectations and are intended to assist employees to make responsible decisions about
attending, leaving and reporting absence in the event of a weather emergency. The guidelines
are consistent with DOER’s weather emergency policies.

Topic Guideline

Declaration of a Board employees should not be at work when a weather emergency has been
weather declared by DOER for the Board office location.

emergency

Notification Board staff should listen to WCCO 830, WMNN 1330, WCCO TV or KARE TV

broadcast for announcement of closure of state offices due to a weather
emergency prior to the start of a normal work day (8:00 a.m.) Board staff will not
be notified individually of a weather emergency.

If deaf or hard of hearing staff have a TTY machine, the employee(s) will be
contacted by the employee’s supervisor through the Direct Connect Minnesota
Relay Service (MRS) at (612)297-5353 (metro) or 1-800-627-3259 (out state). If
deaf or hearing impaired staff do not have a TTY machine, emergency
communication arrangements will be made with the employee at the time of hire.

If a weather emergency is declared during the business day, the Office Manager
and/or Executive Director will inform Board staff of office closure by electronic
mail or in person.

The individual employee should use discretion to determine whether or not to
travel if the office is closed due to a declared weather emergency during the
business day.

If employee(s) must remain in the Board office after closure due to a weather
emergency, the Executive Director or designee will remain in the office with the
employee(s).

Reimbursement In the event a weather emergency is declared by DOER for the Board office
in the event a location, the following provisions of the DOER Administrative Procedure 5.4 will
weather be applied:
emergency is
“declared e Employees who reported to work and were then sent home will not be paid for

more than their regularly scheduled hours. Employees will not be enriched




Topic

Reimbursement
in the event a
weather
emergency is
declared, cont.

Unique situations

Guideline

through additional compensation, including compensatory time or increased
benefits as a result of an emergency situation.

e Employees who are required to remain at work shall not be paid for more than
their regularly scheduled hours or the actual number of hours worked.

e« Employees who call in, on the day of an emergency, for vacation time,
compensatory time or leave without pay will be credited with emergency leave
from the point of the declaration of the emergency to the end of the scheduled
shift, if the Board office ceases operations during the employee’s regular shift.

e Employees on approved sick or pre-arranged vacation leave will not have
such leave time restored to their balances.

¢ Employees on any approved leave without pay will not be paid for any
emergency leave time.

o Reporting of these emergency leave times for payroll purposes should be
recorded using the earnings type “MSL" under other authorized paid leave
hours taken.

If there is a unique individual situation due to the employee’s location that makes
it impossible or unsafe for an employee to report to work when an emergency has
not been declared, the employee should use discretion to determine whether or
not to travel to work.

If an employee determines not to report to work due to a unique situation, the
employee is expected to notify the section supervisor or another administrative
person, by telephone, of the decision not to report to work. The employee and
the supervisor should refer to the Board’s Work Attendance Guidelines and/or
Work Hours Policy to determine what type of leave or means to make up lost time
will be considered for authorization.

Approved by: C\g&u/«’/\

Date: - {l—l0<—%c7

Resource: November 14, 1997 memo from Karen Carpenter, Commissioner, DOER,
re: Weather Emergencies

Initial approval:
Revised:

1/18/1999
11/10/1999




ATTACHMENT B

Fire and Emergency Procedures

PLEASE READ THOROUGHLY SO ALL INSTRUCTIONS ARE UNDERSTOOD

Do

Ll

" 10.
11.
13,

14.
15.

All coffee pots, hot plates or other electrical iterhs should have the UL label.

Never use immersion type heating devices. ‘

Avoid electrical overloading. Avoid oct.opus plugs (more than one plug per electrical
outlet.) Do not plug high-voltage items into electrical outlets without first checking

with Building Property Management Office. (Standard outlet is 15 amperage, 125
volt.)

Do not use undersized or lightweight extension cords.

Report overheated fluorescent light units immediately to the Lobby desk (378 3000)

" (These are characterized by a pungent, burning odor.)

Flammable liquids used in office machines, especially in mimeo graph and duplicating
equipment should be stored in Fire Department approved metal cabinets.
Store paper and waste paper at least six to eight feet away from operating machinery.

Keéep approved fire extinguishers handy and inspection tags updated yearly.

' Keep flammable cleaning materials in a Fire Department approved metal cabinet and

away from paper storage. Cleaning cloths, oily rags and cleaning liquids should be kept
in fireproof OSHA-approved metal containers.

Never “force” office machinery that is not working properly. Report the problem to
your supervisor and call a repair person.

Using OSHA-approved methods, always visually mark the location of all fire extin-
guishers.

Know locations and use of fire extinguishers and fire hoses.
Know usable time limit of fire extinguishers you have.
Know emergency exit locations and how to respond to fire or tornados.

Practice good housekesping near your desk, in storage areas and mechanical rooms.
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Fire and Emergency Procedures

EMERGENCY PROCEDURES

PHONE NUMRBERS FOR ALL EMEERGENCIES:
Call 911 first and then call 378-3000

So that we can assist rescue crews with elevators and locations as they arrive.

After moving in, your firm will be asked for a list of volunteers to fill positions as Floor
Monitors in the event of a building emergency.

Listed below are procedures for handling emergencies within the building along with tech-

niques for Fire Prevention within your office. If you have any questions please call Bayport
Properties at 378-3000.

FIRE PROCEDURE

The alarm for-the fire is a vocal alarm. Upon discovery of a fire:

1. Call the lobby desk at 378-3000.
A.  Give the floor of the building where the fire is sighted

B. Details of fire emergency (i.e. injuries, etc.)

2. If evacuation is necessary - See Evacuation Procedure.
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Fire and Emergency Procedures

DO

Do use enclosed stairwells only-for.evacuation.

If caught in heavy smoke, take short breaths, breathe through your nose, crawl to the nearest
exit. The air is better near the floor. )

DO NOT

Do Not attemnpt to fight the fire.

Do Not use elevators.

AFTER INITIAL CALL IS PLACED

1. Fire Department is diSpatched by the 911 Center.

2. Property Management personnel will respond.
3.  Professional help will arrive to handle the emergency.

EMERGENCY PROCEDURES
BUILDING OR FLOOR EVACUATION

DO

1. Close the daor of your office as you leave.

2. Exit the stairwell in the wing where you are located.
3. Keep talking to a minimum.

4. bo Not Smoke.

5. For safety, use the hand rails in enclosed stairwells.




Fire and Emergency Procedures

6. Listen for instructions and follow them.

- 7. .Keep calm.

DO NOT
1. Do not go to the elevators as they will be turned off and will not respond.
2.  Once you have left your area, do not return for coats, purses, etc.

In stairwell, watch out for Building Property Management personnel and Fire Depart-
ment Personnel coming up stairwell to handle emergency.

4. Beready to merge with other people evacuating the building.

5. Do not run or create panic.

6. Once out of the building, move as far as possible (at least 150 feet) away from the
building.

7. Do not return to the building until “ALL CLEAR” is given by building authority. -
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IN CASE OF SEVERE WEATHER REMAIN
IN BASEMENT SHELTER AREA '

UNIVERSITY PARIKC PLAZA-
LOWER LEVEL

FIRE EVACUATION ROUTES




IN CASE OF SEVERE WEATHER TAKE
STAIRS TO BASEMENT SHELTER AREA

Il
VUNIVERSITY PARIKK PLAZA

FIRST FLOOR
FIRE EVACUATION ROUTES
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UNIVERSITY PARK PLAZA

TYPICAL FLOORS 3-9
FIRE EVACUATION ROUTES

IN CASE OF SEVERE WEATHER TAKE
STAIRS TO BASEMENT SHELTER AREA
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Fire and Eniergency Procedures

EMPLOYEE OR PUBLIC ACCIDENT )

In the event an accident or illness of an employee or visitor takes place in your o‘ﬁce area:
1. Call the lobby desk at 378-3000.
2. Give this information:
A. Floor of building and location of accident or illness.
B. Type of injury, illness or symptoms.
3. Do not move injured or ill person. Try to make them calm and comfortable.

4. If possible have someone meet the emergency units at the elevator on your floor.

AFTER INITIAL CALL IS PLACED

1. Emergency units will respond and responsible Building Property Management person-
nel will be notified by radio.

2. Fire Rescue Squad and/or ambulance will be with you shortly and administer medical
assistance or take the ill/injured person to the hospital.




Fire and Emergency Procedures

EMERGENCY PROCEDURES ¢
TORNADO PROCEDURE

A Tornado Warning is an alert by the National Weather Service confirming that a tornado has
been sighted. The Weather Service will announce the approximate time of detection and
direction of movement. Winds will be 75 miles.per hour or greater.

Public Warnings will come over radio, television or will be a five (5) minute siren steady '

blast by the Hennepin County Civil Defense Warning System which will be monitored by
Security. The 8100 Building alarm for a tornado is a steady tone. |

Action to Take

1. Remain in building.

2.  Move from exterior office — close door.

3. Move to the stairwells and proceed to the basement.

4. Assist any handicapped or disabled individuals as necessary.

Once in shelter area, listen for announcements. Do not return to office until “ALL
CLEAR” is given by building anthority.

If you are Caught in an Outside Perimeter Office

1. Seek protection under a desk.

BUILDING EMERGENCY PEOPLE WILL ARRIVE AND HELP AS SOON AS POSSIBLE.
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